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Agency 
Town of Sykesville 

Division/Unit 
Tourism 

Item No Description Retention 

Park Permits 

Celebrations, including but not limited to: Arbor Day 
Celebration, Arts and Crafts Show, Carroll County 150 t h 

Anniversary Celebration, special events and festivals. 

Advertising rates 

Signage - printing company information and promotional 
materials, guidelines and memos from SBA (Sykesville 
Business Administration) and HDC (Historic District 
Commission) 

Vendor resource information 

P. A. system - Highpoint productions; includes memo with 
purchasing information. 

Calendars 

Destroy at end of season. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

Retain until updated or 
superceded, then destroy. 

Retain until updated or 
superceded, then destroy. 

Retain until updated or 
superceded, then destroy. 

Retain for life of system plus 2 
years, then destroy. 

Retain 2 years, then destroy. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name M a t t h e w C a n d l a n d 

Y j j j e T o w n M a n a g e r 

Schedule Authorized by State Archivist 

Date 

Signaturj 
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8 Railway information, including Little Sykes Railroad, 
Sykesville & Patapsco Railway, train publications, train 
shuttle and excursion, model railroad information. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

9 Train excursion - invoices and check copies. Retain 2 years, then destroy. 

10 Capital Improvement Plan (CIP) - master plan updates, CD5 

committee meetings, proposed Sykesville CIPs, status of CIP 
requests, memos. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain 2 years, then destroy. 

11 

12 

Purchase order books 

Friends of Historic Sykesville (FOH) - memos, newsletter, 
general ledger. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 
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13 Old Main Line Visitors' Center - rental application form, 
Gateway correspondence, map. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer periodically 
to the MD State Archives. 

14 Sykesville Historic District Commission - Continuing 
Education program information, newsletter. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer periodically 
to the MD State Archives. 

15 Student Service Learning - form and policy statement Retain until updated or 
superceded, then destroy 

16 Carroll County Visitor's Guide - invoice, zip disk, 
correspondence. 

Invoice: Retain 2 vears. then 
destroy. 
Visitors' Guide: Retain until 
updated or superceded, then 
destroy. 
Correspondence: Screen 
annually. Destroy material 
having no further fiscal, legal or 
operational value. 
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17 Carroll County Public Library - Community Service Guide Retain until updated or 
superceded, then destroy. 

18 Tourism working documents - Carroll County tourism office, 
Sykesville Parks & Recreation, various local newspaper 
resources, Carroll County Historical Society, Carroll County 
Arts Council. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

19 Park reservations Destroy at end of season 







Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to theMD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 





Retain 2 years, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain 2 years, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain 2 years, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain until updated or 
superceded, then destroy 



..Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain until updated or 
superceded, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 




